Nicole M. Swartz
EDUCATION

May 2006
Herkimer County Community College, Herkimer NY



Associate of Applied Science



Major: Paralegal

June 2004
Fort Plain Jr./Sr. High School, Fort Plain NY



Regents Diploma



Major: Business Studies

LISCENSES

· Notary Public

EDUCATIONAL EXPERIENCE

· Business Law

· Civil Litigation

· Family Law

· Torts & Personal Injury

· Real Estate Law

· Wills & Estates

· Constitutional Law

ADDITIONAL EXPERIENCE

The Ayers Law Firm, PLLC

Paralegal






Palatine Bridge, NY

· Conduct legal research; draft letters, discovery 

(518) 673-8100
demands, responses, subpoenas, EBT notices, RJI’s, 
October 2006 to Present

Note of Issues; assist attorneys with preparation for 
conferences, motions and meetings; maintain/organize 
the office
Solomon & Solomon

Collector






Utica, NY

· Phone collections, computer skills



July 2006 to September 2006

Attorney Todd Bennett’s Office

Internship/Bill Preparation Consultant


Herkimer, NY

· Filing duties, preparation of documents, photocopying
(315) 866-5774









Feb. 2006 to July 2006
SKILLS
· Microsoft Word

· Microsoft Excel

· Scanning 
